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Exercise 1:  
e-Pro/Purchasing – Document Status Inquiry

Step 1. 

Navigate to the following menu path: 
Purchasing >> Purchase Orders >> Review PO Information >> Document 

Status

Expected Results: Purchase Order Document Status page displays.

 

 

Start Exercise
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Step 2. 

Enter or Select the following information:

Business Unit:                    00050 
Purchase Order Date:        09/04/07

Expected Results: Correct data entry.

 

 

PSC02



4

ENTAP Training
Exclusively for use by the State of Indiana

Issue Date: 01/09/2008

Step 3. 

Click                           .

Expected Results: Purchase Order Document Status results page 
displays.

 

 

You will receive a message saying the date is out of range.  Just click OK.

N
O
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Step 4. 

Click hyperlink for                               PO number.

Expected Results: PO Document Status page displays.

 

Step 5. 

Click                    to see entire listing.

Expected Results: Full listing displayed.
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Step 6. 

Click hyperlink for                            to show the requisition.

Expected Results: Another window opens and the Req Inquiry 
displays.

 

Step 7. 

Click                             hyperlink again to see line details.

Expected Results: Line Details page displays.

 

 

Exercise complete.
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Exercise 2: Requisition Document Status Inquiry

Document Status Detailed Information

Business Unit:   00050 
Requisition Date:   10/22/07

Additional Instructions:

Click                             to find results.

Select Requisition ID 0000000817.

Click each document hyperlink to see each result.

 

Navigation:  Purchasing >> Requisitions >> Review Requisition Information >> Document Status
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Results

If your screens don’t reflect the ones below, please notify the 
instructor.
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